
FORM RM- I DEPARTMENT OF GENERAL SERVICES 
Records Management Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
NO. 

C-476 
PACE 
NO. j 

ANNE ARUNDEL COUNTY RECREATION AMD PARKS DIVISIOM-

Item 
No. 

Description 

SCHOOL FACILITY USE FORMS 

These forms are used to request the use of a school 
f a c i l i t y for a par t i cu la r time and program and are transmitted 
to the Board of Education for approval. The County i s b i l l ed 
for the period of use and occasional reference is made to 
the forms. 

GENERAL OFFICE AND CORRESPONDENCE FILES 

These f i l e s contain general information, copies of 
let ters and memoranda, personnel information, f inance forms 
and other information of a housekeeping nature which has 
temporary reference value. 

PERSONNEL ACTION AUTHORIZATIONS 

Authorization sheets record the addit ion or delet ion of 
part time and special program employees from the payro l l . A cotyy 
i s retained by the Personnel Department. 

RETAIN THREE (3) YEARf 
THEN DESTROY. 

RETAIN THREE (3) YEAR$ 
THEN DESTROY. 

RETAIN ONE $1) YEAR, 
THEN DESTROY. 

SignoKJr* 
Ass i s tant Director 

Titla 

Dal* Archivist Data Secretary 


